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College calendar

Autumn Term 2011

19" Sept — 16" Dec

12 Teaching Weeks

Enrolment weeks

29" August — 16" September

3 weeks

Courses commence

19" September

5 teaching weeks

Half Term

24™ October — 28™ October

1 week

Courses resume

31 October — 16™ December

7 teaching weeks

Christmas Break

19" December — 2" January

2 weeks

Spring Term 2012

3" January - 30" March

12 weeks

Courses resume

Tuesday 3™ January

6 teaching weeks

New courses commence

9™ January

5 teaching weeks

Half Term

13" February — 17" February

1 week

Courses resume

20" February

6 teaching weeks

Easter Break

2"April — 13™ April

2 weeks

Summer 2012

16™ April — 20" July

13 weeks

Courses resume

16™ April

7 teaching weeks

Half term

4" June — 8™ June

1 week

Courses resume

11" June

6 teaching weeks

Pre-enrolment week

25" June — 29" June

1 week

The information in this handbook was correct at the time of going to press. Check for
the latest details on the Blackburne House website at www.blackburnehouse.co.uk

Reception

Business Services Manager

Admin Officers

0151 709 4356 ext O
0151 708 3919
0800 5877672

fax 0151 709 8293

My Tutors Name

Email

Contact Number
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Welcome to Blackburne House
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Dear Student

Welcome to Blackburne House Education. The staff
and Board hope that you will be both happy on your
course and successful at the end of it. We plan to
make 2011/12 an enjoyable and rewarding year for
all our learners.

This handbook contains information that you will find
useful and enable you to become familiar with our
policies and procedures.

Please read it carefully and keep it with you as a
source of reference and get to know the people who
can support you.

We hope you have a very good year!

Claire Dove MBE
Chief Executive



Staff you might meet

Senior Management Team

Claire Dove — Chief Executive
Directors:

Pauline Phillips — Finance & Corporate
Services

Maire Gollock — Education & Skills

Education Managers
Liz Mogan — Senior Learning Manager
Clare Graves — Quality Manager

Curriculum Support Managers
Pamela King — MIS Manager
Margaret Roberts — Business Services
Manager

Andrea Rushton — BH Maintenance
Business Manager

Tutors

June Johnson — Curriculum Leader for
Teacher Education

Elke Shaw — Curriculum Leader for ESOL
Judy Wright — Curriculum Leader for IT &
Access

Michelle Lynch — Young Women’s Tutor
Wendy Heller — Construction Training
Manager

Julia Battye — Support Tutor

Caroline Helal — ESOL Tutor

Alison Featherstone — IELTs Tutor

Fiona Jones —Curriculum Leader for Health
Place

(There are also additional part time
specialist tutors you may meet on your
course)

Teaching Support Staff
Lorraine Nicolson — Construction
Technician / Tutor
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Technical Support
Tammi Agatha — Senior Technician
Edwin Dove — Technician / Tutor

Marketing & Communications
Clare Hughes — Marketing Officer

Admin & Reception Staff

Carole Joel — PA to CEO

Tina Correia — Exams Officer

Nataliia Khudenko — Administrator &
Child Care Coordinator

Debbie Watson- Senior Administrator
Elaine Fennah — Receptionist
Lorraine Shannon — Receptionist

Kate Comber — Receptionist

Home Office Projects
Lesley Reith — Project Coordinator

Finance Support
Kelly Beresford — Finance Officer

Health Place
Nickala Torkington-Snape — Health Place
Manager

Building Services

Carole Wilcock — Building Services
Manager

Allen May — Building Services Worker
Ronnie Jones — Building Services Worker

Café

Lesley Lee — Café Manager



Blackburne House Education Charter

Blackburne House Education promises to:

Treat learners fairly, with respect and courtesy
Provide a welcoming and safe environment

Provide accurate, helpful information, advice and
guidance to help learners achieve their learning goals
and future aspirations

Ensure a well-organised and enjoyable learning
experience with clear outcomes and support to
achieve these outcomes

Provide regular feedback on work and progress in
order to inspire learners to do better and reach their
full potential

Provide access to safe facilities and appropriate
learning resources to help learners to develop and
progress

Respond promptly if you let us know when we do not
deliver our promises because we want to get things
right

Publish regular information so learners can be
assured that Blackburne House Education is providing
a high-quality learning experience

Tell Us How We Are Doing

We want to get it right - your feedback on how we are
performing against our charter commitments is essential to
ensure the on-going development of our services and
standards.

You may be invited to take part in course evaluation and
customer survey and focus groups.

Let us know

of any courses you would like to see available.

of any additional services you believe we should
provide.

when we really please you - it is important for us to
know which services/standards you value most!

Please share your views with your Tutor or complete a
comment form, which is available from Reception or via
our website.
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Blackburne House Education Student Charter

As a student of BHE we believe there are services you may expect to receive, and these
are outlined here. (The student handbook contains BHE expectations of you as a

student.)
You can expect:

Finance

Accurate information
about fees and charges

Student Facilities
and Services

Teaching and
Learning

References

In addition, on certain
programmes, you can
expect information on
how to apply for the
following:

Access to the IT resources
and the opportunity to use
the health facilities

An induction, which
includes clear information
about the study, course
work and assessments on
the course

An allowance to support
you whilst studying.

In addition, on certain
programmes, you can
expect:

An allowance for a nursery
place for your pre-school
age children.

Admissions &
Guidance

To spend part of your
training on a work
experience placementin a
safe supportive
environment that is
appropriate to your needs
and your study.

High quality teaching and
work that is marked within
three weeks of being
handed in.

The chance to evaluate
your course.

An accurate weekly
timetable

Information

The opportunity to look
around the building and
talk to staff.

An opportunity to review
your progress with your
tutor.

Your application to be
handled efficiently and
fairly.

Readily accessible,
accurate, up to date and
unbiased information
about courses on offer.

To be guided onto an
agreed programme of
study, which suits your
personal, academic and
career background, and
needs.

A student handbook that
contains information about
the facilities and procedures
of Blackburne House.

Appropriate resources and
materials to support you
during your course of
study.

Information on Health and
Safety including fire drills,
classroom safety and
personal safety & wellbeing.

Information, advice and
guidance on progression
opportunities available on
completion of you course
of study.
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Learner’s Code of Conduct

When participating in BHE courses and
activities, the following behaviour is
expected of all staff, students and
associates:-

e Respect the different backgrounds,
experiences and lifestyles of others

e Act in ways which do not
discriminate against people of
different backgrounds

e Do not use language which could
offend others, e.g. racist, sexist,
homophobic, ageist, or language
offensive to people with a disability.
Racial or sexual harassment will not
be tolerated

e Behaviour towards others must not
be threatening, violent, aggressive,
abusive or disruptive

e Individuals must respect the rights
of others to a quiet, clean, orderly
and professional working
environment

e Individuals must act in a responsible
way to safeguard your own health
and safety and that of others

e Individuals must not cheat in
examinations or in course work

e Individuals must abide by the
attendance requirements of their
BHE course

e Individuals must respect the
property of other people and that
of the BHE and its premises

e Individuals must not bring illegal
substances or weapons on to BHE
premises

e Alcohol may not be consumed on
BHE premises except in licensed
areas

e Individuals under the influence of
drugs or alcohol may not enter BHE
premises

e Smoking is only permitted in
designated areas outside
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Individuals must not bring the

reputation of BHE into disrepute

through antisocial behaviour either

on or off BHE premises

e Individuals must abide by
reasonable instructions issued by a
member of BHE staff

e Mobile phones must be turned off
in all areas where teaching and
learning activities are taking place

e Individuals must abide by the ILT

Code of Practice

If there is evidence that you have
breached or broken the Code of
Conduct, the Disciplinary Procedure
will be used.

In the event of a serious breach,
criminal misconduct, or where it is
believed that the health, safety or
welfare of others may be jeopardised by
the continuing presence of a person or
persons they will be suspended
immediately pending a hearing.

Behaviour that contravenes the Code of
Conduct will be dealt with through the
Student Disciplinary Procedure. Where
there is evidence that a serious criminal
offence has occurred, the matter will be
referred to the police for investigation.
Any conduct that constitutes a criminal
offence will be regarded as a breach of
the Code of Conduct.
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ILT Code of Practice

All students will be expected to sign the
ILT (Information Learning Technology)
Code of Practice before they use BHE
network.

There are general rules covering the
use of ILT equipment and services. This
Code of Practice draws together and
highlights key principles that must be
followed in order to comply. If you do
not understand any item you must find
out more from a member of staff.

1.

10.

11.

I will not bring any food or drink
near computer equipment

I will only use a BHE computer
when | have permission from a
member of staff

I will use all equipment and
services legally and safely, and |
will obey any notices displayed

| will not download any software,
for example games, music,
screensavers

| will not make any changes to the
connection or configuration of any
computer equipment

| will only use my own log-in and |
will keep my password secret

| will not view, download or pass
on any pornographic material or
use obscene or offensive
screensavers

| will not open any e-mail message
unless | am certain it is from a
reliable source. Your tutor will give
you guidance

| will not send racist, defamatory,
obscene, indecent, offensive,
abusive, bullying, harassing or
misleading messages

I will accept responsibility for all
material stored, saved or printed
by me or under my log-in.

I will not access other people’s
files or do anything which might
negatively affect other users
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13.

14.

15.

16.

17.

18.

| will not use BHE computers to
give anyone personal details (mine
or other people’s) unless | have
permission from a member of
staff

I will tell a member of staff if | see
anything or receive anything
which causes me offence

I will report all faults to a member
of staff. If my computer has a
virus, | will report it immediately
to a tutor and IT technician

| understand that all use of
computers and  printers is
monitored and logged (including
my own use of the Internet, email
and computer files), and that
these logs will be used in any
investigation

| will not use disks from unknown
sources or from home computers.
I will not use any USB ports on
BHE computers to charge my
phone, download images off my
digital camera or upload music
from my MP3 device

| understand that BHE are not
responsible for any loss of data or
accidental damage to any USB
device used on BHE computers’



Disciplinary Procedures

The disciplinary procedure may be
initiated for any of the following
reasons:-

i. failure to abide by the rules and
regulations including:

e frequent or prolonged absence

e frequent lateness to lessons

e under performance in course
work

e cheating or plagiarism

ii. gross misconduct

Gross misconduct is any behaviour by
a student that is seriously prejudicial
to Blackburne House, or its aims. It
includes acts of racism or other
discriminatory  behaviour, verbal
abuse, physical abuse against staff or
other students and theft from the
centre.

The disciplinary procedure will be
initiated for any of the following
reasons:-

The Disciplinary Procedure is as follows:

Stage 1 (Verbal) -

For a minor or first occasion of a
problem, a student will be given a verbal
warning from the tutor, which will be
noted and placed in either the students
file or course file using a Record of
Disciplinary Form. The student will be
given a deadline by which to improve.

Stage 2 (Written) —

For a second occasion or repeat of an
issue, a student will be given a written
warning from the tutor, which will be
noted and placed in either the students
file or course file using a Record of
Disciplinary Form. Again the student will
be given a deadline by which to
improve.
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Stage 3 (Written) -

For a more serious offence, or if a
student continues to repeat the offence
or ignore support given in Stages 1 or 2
the appropriate Learning Manager will
be informed.

The Learning Manger will investigate
and arrange an individual meeting with
the student to discuss the issue further.
A tutor (or support tutor) will also be
present at this meeting and the student
may also bring a fellow student or
relative with them for this interview.

The student will be informed in writing
of the outcome of this meeting within 2
weeks. They will be made aware that
any further incidents will result in Final
Warning (Stage 4).

Stage 4 (Final Written) —

For gross misconduct or further
repeated incidents, the student may be
suspended while an investigation takes
place.

The Learning Manger and Education &
Skills Director will investigate the
incident and arrange an individual
meeting with the student to discuss the
issue further. A tutor or support tutor
will also be present and the student may
also bring a fellow student or relative
with them for this interview.

The student will be will be informed of
the final decision in writing within two
weeks this may result in the student
being immediately withdrawn and asked
to leave.
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Facilities for Students
with Disabilities

Every effort has been made to make
Blackburne House as accessible as
possible, whether you wish to use the
café or a classroom and this is a
continual process.

There are accessible toilets on all floors
and lifts including the external entrance
lift.

If you are a disabled person, please
ensure that we know what your needs
are so that we can make all reasonable
adjustments to help you to succeed with
your studies.

Data Protection

While you are in Blackburne House, we
will collect various pieces of personal
data about you, all of which are
necessary to meet funding
requirements, for the analysis of
statistical data, or for health and safety
reasons. Blackburne House Education is
registered under the Data Protection
Act 1998. Our Data Protection policy is
available on request from admin. A copy
is also available in the policies section of
our website.
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Changing your Contact
Details

Change of address, telephone numbers,
name changes and so on, should be
notified to your Tutor, Admin Office or
to Student Services. It is very important
we have accurate details for you, to
make sure that important things like
letters, and exam certificates reach you.

Attendance, Sickness
and Absence

There are minimum  attendance
requirements on all courses of 85%.
Failure to attend the course will affect
your progress and may result in you not
receiving your qualification. If you are
regularly or continually absent without
notifying us, we will start disciplinary
procedures which may lead to us
withdrawing your place on the course.

Please be on time for classes, as arriving
late is disruptive to both your tutor and
the other students.

If you are in receipt of Free Childcare for
Training for Work or getting the Adult
Learning Grant you will not be paid if
you do not attend.

If you are going to be absent from
class, please telephone and leave a
message for your support tutor or
Admin. The telephone number is

0151 709 4356
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Employer Notification

If your employer is paying for you to do
a course at Blackburne House, they can
if they wish, contact us to gain
information on your attendance and
progress.

In line with the Data Protection Act
1998 we are unable to provide this
information unless you give us your
permission to do so. We will ask you to
complete a consent form at induction.

If you refuse to sign this consent form
and your employer contacts us they will
be informed of this.

Common Room

We have a common room available for
student use.

You will find the common room on the
first floor of the building. The common
room is provided to give you space to
socialise and relax with other students.
There are facilities available to make tea
and coffee (please bring your own
supplies) and a microwave for your use.

Students are expected to keep the

common room tidy and wash up on a
rota basis.
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Parking

There are no parking facilities available
for students during the day. If you have
a disability, which means you need a
parking space in order to access your
course, then please speak to Reception.

After 4pm parking is usually available.
However, some evenings are staffed by
Kadansa security. On these occasions
there will be a limited number of free
spaces available. Once these are taken,
there will be a charge if you wish to park
in the car park.

If you arrive in time to get a free parking
space, you will need to use your Student
ID card to gain access to the car park. If
you do not have your ID card and wish
to park, you may be charged Kadansa’s
usual rate.

If, for any reason, you leave your car in
the car park after your course has
finished, please make sure you find out
what time the car park closes. We will
not re-open the car park once it is
locked and will charge our daily rate if it
is not collected before 8.30am the next
day.

Please note that we cannot guarantee
you a parking place, whether the car
park is staffed or not.
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Student Complaints
Procedure

Blackburne House Education is
committed to the provision of a high
quality service to all our learners. In
order to continually improve our
services, we need to know when we do
not meet your expectations.

By listening and responding to the views
of our learners, whatever those views
might be, the Group ensures that we
achieve the highest standards across the
full range of services we offer.

Why make a complaint?

If you have cause for complaint about
any aspect of your study with BHE,
including:

e misleading information in the
prospectus or any advertising
materials

e the way you have been taught

e the way you have been assessed

e the learning support available to
you

e the facilities available to you

e sexual, racial, religion/belief,
homophobic or disability
harassment or bullying

We aim to provide training in an
environment in which all learners feel
safe. If you have a complaint, grievance,
or wish to report an incident, you must
bring it to the attention of your tutor.
The following will then happen:

Stage 1 (Verbal) -

Your tutor will discuss your complaint
with you, and try to resolve the
situation informally. Your tutor will
complete a Complaint Form with details
of the complaint, grievance or incident.
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If this is not resolved then;

Your tutor will ask your permission to
take it further and follow the procedure
below.

Stage 2 (Written) -

The Complaint Form will be passed to a
Learning Manager, who will then
investigate and take any necessary
action.

Both you and the tutor will be informed
of the outcome within 2 weeks.

If the issue is still not resolved then;

Stage 3 (Written) -

The Complaint Form along with the
response from the Learning Manager
will be passed to the Education & Skills
Director, who will consider the matter
and give you a written response within
two weeks

At this stage there is still a right to
appeal;

Stage 4 (Final Written) -

If you are still not satisfied with the
response from the Education & Skills
Director or the matter is still not
resolved it will be finally passed to the
CEO in the form of an appeal.

The appeal should be in writing from the
student making the initial complaint or
grievance within 10 days after the
response from the Education & Skills
Director is received. The CEO will give a
final decision in writing within two
weeks.
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— EQUALITY —

Policy statement

Blackburne  House supports and
promotes the principles of equality of
opportunity in all aspects of its work. All
reasonable steps will be taken to ensure
that all applicants and students are
treated equally and fairly, irrespective of
age, disability, gender, marital status,
sexual orientation, race, nationality,
culture and religion or belief.

Equal Opportunities
Blackburne House Education has an
Equality Policy which you can request
from Admin.

Our policy is based on three important
principles:

e EQUALITY AND FAIRNESS
e DIVERSITY AND RESPECT
e HARASSMENT AND BULLYING

Equality and Diversity

We celebrate the diversity of people
who learn and work in Blackburne
House. We are opposed to any
harassment or discrimination arising
from race/ethnicity, gender, sexuality,
age, disability, religion, faith and class.
We will challenge any inappropriate
behaviour or attitudes and will take
positive action to promote good race
relations and prevent any gender or
disability inequality.

Diversity and Respect
Diversity is about recognising that we
are all different and respecting each
person as an individual, regardless of
their:

o Age

e Gender

e Disability or learning difficulty

e Religion or belief

e Race, ethnic origin, nationality

e Sexual orientation.
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Some of the differences between us are
obvious, for example the colour of our
skin or a visible disability. Some are not
visible — it can be difficult to tell
whether someone is a Christian or
whether they have a mental health
illness simply by looking at them.

What does equality mean?

Everyone is entitled to receive support
to achieve their potential regardless of
their age, ethnic background, disability,
gender, religion, sexuality or social
grouping. You are entitled to be treated
with respect and in return respect
others.

Harassment and Bullying

Equality means saying no to bullying
We do not tolerate behaviour from
students, staff or visitors, which may
constitute harassment or discrimination.
If you are picked on by others (students
or staff) in any way — for example:
hurtful name-calling, or jokes, unwanted
physical contact, threats, texts or emails
please tell your tutor. This will always be
treated seriously.

What you can do
You can stop harassment or bullying by:
e being alert to it, and aware of its
consequences
e setting a good example in your
own language and behaviour
whilst in college
e not being afraid to make a stand,
either personally or on behalf of
the college.

If you think you are being harassed or
bullied:
e Askthe person to stop
e Tell your tutor or see one of the
staff in the Admin office.

To make a formal complaint, contact
your tutor and ask for a complaints
form.
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—BE HEALTHY —

Blackburne House Café

The café serves a wide variety of
healthy, freshly prepared snacks and
meals, and is popular with both
students and local residents and
workers.

Students using the Café are entitled to a
10% discount. You will need to show
your student ID card to be eligible for
this.

Please note: Only food and drink
purchased in the Café Bar can be
consumed there, this includes the
outside patio area.

Smoking

Blackburne House is a no smoking
building. Smoking within the building is
a disciplinary offence. Smoking is not
allowed on the front steps of the
building. Please ensure that you dispose
of litter in the bins provided in the
designated smoking area in the car park.

Your Wellbeing

Blackburne House has services to help
you stay well, so you are able to achieve
and succeed with your learning. We can
also refer you to other sources of help.
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The Health Place is a
health and wellbeing
centre, located in
the basement of
Blackburne House.
It has been recently
re-furbished and
was re-launched in
November 2010.

The Health Place is in a unique position
to be able to offer a truly holistic
approach to health and wellbeing
combining holistic therapies and sports
massage, with a range of healthy
lifestyle programmes, fitness and leisure
classes, plus life coaching and
counselling services.

Our initiatives aim to improve the
physical, mental, spiritual, social and
economic wellbeing of all women.

All students are entitled to 10% discount
off full price treatments and we offer up
to 20% concessionary rate on
treatments and some courses for people
on means tested benefits.

Other discounts available to students
include treatments from £10 at our
monthly shopping events and midweek
massages on Wednesday and Thursday.

15



Useful Telephone
Numbers & Websites

Connexions: 0808 0013219
www.connexions-direct.com

NHS Direct: 0845 4647
www.nhsdirect.nhs.uk

Samaritans: 08457 909090
www.samaritans.org.uk

Child Line: 0800 1111
www.childline.org.uk

Advice on Drugs: Frank 0800 776600
www.talktofrank.com

Drugsline: 0808 1606606
www.drugsline.org

Advice on Alcohol - Drink Aware:
020 7766 9900 www.drinkaware.co.uk

Advice on Sexuality — Sexwise:
0800 282930 www.ruthinking.co.uk

Terence Higgins Trust: 0808 8021221
www.tht.org.uk

Family Planning Association:
0845 122 8690 www.fpa.org.uk

LOCAL SERVICES (LIVERPOOL)

Citizens Advice Bureau: 0844 848 7700

www.liverpoolcab.org

Housing Advice: 0151 233 3009
www.liverpool.gov.uk/Housing

Job Centre Plus: 0845 606 0234
20 Williamson Square,
Liverpool L1 1PW
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— STAY SAFE —

You have the right to feel safe while
studying with Blackburne House. Other
people should not hurt or abuse you in
any way.

Blackburne  House  Education is
committed to safeguarding all our
learners and providing a safe and
healthy environment for students, staff
and visitors.

Your responsibilities are:
e To respect other people’s rights
to safety;
e Not to hurt or abuse others;
e Not to threaten to hurt or abuse
others.

If you need to talk to someone about
your own safety, contact one of our
Designated Persons:

Clare Graves (0151 709 4356 ext 2247)
or Carole Wilcock (0151 709 4356 ext 2257).

Student ID Cards

For safety and security reasons, you will
be given a student ID card. You need to
wear this at all times whilst you are in
the building and show the card
whenever asked to do so by a member
of staff. It will also provide you with
access to the car park in the evenings
and discount in our café.
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Health, Safety & Security
Services

Building services staff are on duty
8.30am - 9.00pm during term times.
They are responsible for security, health
& safety of learners and visitors but also
for the maintenance of the building and
its fixtures and fittings. They also
supervise the cleaners. Problems with
any of the above should be reported to
building services via reception.

Responsible for health & safety is our
building manager who is:
Carole Wilcock (0151 708 3933 or ext 2257).

Enquiries about lost property should be
made via reception. Please note — we
strongly discourage you from bringing
expensive items into the building, such
as mobile phones, digital cameras, MP3
players and jewellery as Blackburne
House Education cannot be held
responsible for the theft, loss or damage
to personal property.

First Aid

Staff who are trained in first aid
procedures are known as the 'appointed
person’.

Our first aid officers are:
Elaine Fennah (Receptionist)
Pam King (MIS Manager)

Lorraine Nicholson & Wendy Heller
(both found in the construction workshop)

Appointed persons are:
Liz Mogan (Senior Learning Manager)
& Elke Shaw (Curriculum Leader for ESOL)

Please contact reception in the first
instance.
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Fire Procedures

Fire drills will be carried out on a regular
basis. Please read the fire notices,
which are situated throughout the
building, and ensure that you know your
escape route.

If you discover or suspect a fire please
raise the alarm.

In the event of an emergency, all
students should evacuate the building
immediately and assemble in the car
park. A register will be taken to ensure
that all students are accounted for by
the tutor. Do not leave the assembly
point until your tutor has noted your
presence in the register.

In the event of a fire, if you are a
wheelchair user or unable to use the
stairs, there are designated areas
where you can wait until you are
evacuated by the Fire Services.

These areas are signed and are situated
around the lift areas.

Panic Buttons

Panic buttons have been installed at
various points around the building.
These have two red buttons close
together and are similar to a light
switch. They should only be pressed in a
genuine emergency situation. Improper
use of the panic buttons will be treated
as misconduct.
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Centre Managers

A Centre Manager is on duty in the
building between 5.00 pm and 9.00 pm.
The Centre Manager can be contacted
via Reception to deal with any problems
or concerns not covered by Building
Services staff or Reception staff.

M.

Accident Reporting

To avoid accidents please do not run
whilst in the building. Any spillages
should be cleared up. If this is not
possible, please report this immediately
to Reception.

Any damage or faulty equipment within
the building should be reported to
Reception or your tutor immediately.

Any accident in class must be reported
immediately to the tutor in charge of
the class. Any dangerous occurrence
that could result in serious injury must
also be reported in the same way, as
must any incidence of physical violence.
If emergency assistance is required, the
tutor will notify the main Reception and
an ambulance will be called.
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Access

Access to the building is via the main
doors leading to reception. There is also
access for visitors with disabilities by the
main doors to reception.

Access around the building is via our
main lift, which can be found to the
right of the reception area. If you have
concerns regarding access then please
speak to your tutor or support tutor.

Health Matters

If you have any health condition such as
epilepsy, diabetes, etc, which you think
we should be aware of, please ask your
tutor for a Health Check form.

Classrooms

No food or drink is to be taken into the
classrooms.

After using a room, students are
expected to put their rubbish in the bins
provided, return chairs to their places,
and leave the room in a tidy condition.

All windows should be closed at the end
of the day and all lights be switched off.

Please ensure that all doors are kept
closed where they are indicated as fire
doors. Please do not wedge doors open.
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Learner Entitlement:
Health and Safety

As a student at Blackburne House
Education you are entitled to the
following:

e Learning that takes place in a safe
healthy & supportive environment

¢ A health and safety induction when
starting the programme and when
in any new workplace

e Competent supervision and support
for your health and safety

As a student at Blackburne House

e Information in respect to what to Education you are responsible for the
do in the case of an emergency or in following:
the case of an accident or ill-health

e Following the health and safety
e Personal protective equipment and rules or procedures

clothing when required free of

charge to the learner e Following the information,
instruction and training you are
e Suitable equipment and materials provided
to use if part of the learning ) )
programme e Co-operating with you tutor and

following instructions given
e Information on any restrictions or

prohibitions that apply to them in
terms of processes, equipment,
areas, vehicles etc. e Contributing to health and safety by
reporting defects, dangerous
situations or where you think health
and safety can be improved

e Not doing anything that would put
you or other persons at risk

e Report any dangerous situations or
occurrences

e Observing any prohibitions or
restrictions that apply to you

e Wearing when required any
necessary  personal  protective
equipment and clothing

e Not damaging or misusing anything
provided for purposes of health and
safety

e Keeping your work area clean and
tidy

e Participating in any necessary
health and safety training e.g. fire
drills
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MAKING A
POSITIVE ——
CONTRIBUTION

Student Voice

Student Voice is about giving you the
opportunity to tell Blackburne House
your concerns, interests and needs, so
that we can develop your educational
experiences to make them better for
you. It is important to us that you feel
involved and consulted every step of the
way in your learning process.

Becoming a Student
Representative

Year Long programme classes are asked
to nominate a group representative
(student rep.) who will be invited to
attend the Student Forum. These take
place every term, and are hosted by the
Quality Manager every term. This is an
opportunity to discuss student issues
and influence the development of
courses and facilities.

Sending in your suggestions

Throughout the building and in all
classrooms we have suggestion boxes
where you can post through your
suggestions and comments. There is
also a facility to send in comments via
our website.

Looking after our Building

We ask for your co-operation in
preserving the appearance of
Blackburne House, and to ensure that
the college environment remains, safe
and pleasant for students, staff and
visitors. Please report any faults or
issues to the Building Services Manager
or to reception.
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Stay informed

Keep up to date with news, events and
information.

You can join the Blackburne

._i House Facebook Group, search
for ‘Blackburne House’ under

groups

| Or follow us on:
twitter.com/blackburnehouse

Green College

As part of our commitment to
environmental issues, Blackburne House
is working on a number of green
initiatives. There are a number of ways
you can contribute to this by:

e Please recycle plastic bottles and
cardboard wrappers using the
containers found around the
building.

e Ensuring that you always switch off
lights and turn computers off after
use.

e Consider the way you travel. Do you
really need to drive, or perhaps you
could share a ride with someone
else. Have you looked into bus or
rail travel, there are some great
student discounts available? How
about investing in a bicycle, or
walking, and keeping fit at the same
time?

We welcome any suggestions from
students on how to be greener.
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ECONOMIC
WELLBEING

Financial Support

It's never too late to learn new skills —
and if you’re eligible for financial
support, it could be more affordable
than you think.

Depending on your age and choice of
programme you may be able to apply
for a government grant to help with the
cost of studying.

Please ask admin for more information.

Child Care Assistance

All students may apply for help with
childcare expenses. Application forms
are available from the admin team.

Each application is individually assessed
and confirmation of house-hold income
and birth certificates are required. In
the event of over-subscription,
preference will be given to lone parents
and the unemployed. Payment is usually
made directly to the childcare provider
on a monthly basis.

Childcare with an OFSTED registered
provider is available for babies and
toddlers, either in Blackburne House
nursery, if places are available or
another local nursery.

Careers Advice and Job
Search

You may not know what you want to do
after your course, but we can help.

You will also have an individual exit
interview with your support tutor at the
end of the course, where your next
move can be discussed. We are
currently revising our Career Advice and
Job Search service and will keep you
informed of developments.
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Refund of Course Fees

The full cost of your course will have
been confirmed to you when vyou
registered for your course.

Obviously we understand that there will
be times when circumstances mean you
can no longer attend. If you or your
employer have paid for your course, you
can apply for a full or part refund of
course fees.

To help with this decision, Blackburne
House Education has a Refund Policy
which applies to all requests for a
refund of course fees.

Please request a copy of the Refund
Policy from a member of the admin
team.

All  refund requests MUST be
accompanied by a Student Withdrawal
Form

References

Whether it's for an employer or for a
college, we are happy to provide you
with a reference, if it is appropriate.

However, please note the following:

e Accurate references will always be
given in respect of attendance,
timekeeping, attitude and work.

e References will only be given with
adequate notice. No ad hoc
references can be given by staff.

References will only be supplied
for a maximum of three years
following the end date of your
course.
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ENJOY &
ACHIEVE

Individual Support

YEAR-LONG PROGRAMMES

All learners on year-long programmes
are assigned a support tutor who will
provide guidance and advice whenever
it is needed, to help you manage your
studies effectively. Students will receive
a support session every term. This is an
opportunity to discuss your personal
progress, issues and tutor feedback.

SHORT PROGRAMMES

Learners enrolled on short programmes
also have access to individual support
from their course tutor. The tutor will
make time to allow learners to book an
individual support session. This will
usually take place during the session
time or during a scheduled break.

If a student raises any issues that a
course tutor cannot deal with they may
refer the learner to a member of the
admin team or the appropriate learning
manager.

Additional Support

We are able to support learners who
may have additional needs.

If you have physical or learning
disabilities or difficulties and require
additional support in order for you to
access the college or complete your
studies, please speak to your tutor or a
Learning Manager.

The appropriate Learning Manager will
assess your needs with you. Blackburne
House Education will endeavour to
provide the support you need to make
your time with us happy and successful.
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Access to IT Resources

There may be times when you need to
use a computer outside your course
hours.  Unfortunately, access to
computers is limited as there are many
other courses running at Blackburne
House. If you need to use a computer
you can book slots at reception. There
are timetables outside each of the
computer suites showing the time slots
available.

Please ensure for your own health &
safety that you sign in and out at
reception when using this facility.

Learner Resource Facility

There are a range of services available
for all our students. There is free
computer and Internet access (see
above for details). Students can also get
the following services from reception:

e photocopying — 5p / A4 copy (B&W)
e Binding Service

Books are also available from your tutor
or from the local off-site Learning
Resource Centre/Library.

Certificates

We make every reasonable effort to
contact you, via phone or post, when
your certificate arrives. We expect you
to collect your certificate in person.

In exceptional circumstances we can
post your certificate to you but we
cannot take responsibility if your
certificate is lost in the post. If you
certificate is lost under these
circumstances, you will have to pay for
a replacement.
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ASSESSMENT
(inc. exams)

Statement on Assessment

We aim to provide an assessment
framework to enable all students to
reach their full potential by the most
appropriate and direct route.

Our assessment policy is based on the
concepts of equity, clarity, consistency
and openness.

We will

endeavour strenuously to

ensure that all assessment processes
are fair and non-discriminatory.

What you can expect from us:

An assignment schedule at the start
of the course.

Learning outcomes, performance
criteria, and other significant
elements in the definition of
learning and assessment will be
made clear to you at the outset of
courses or at least when
assignments are set.

Criteria for progressing from the
first to the secon‘d stage of a staged
course will be clearly explained to
you at the start of your course.

Appropriate assessment opportunities.

If you are, because of disability,
unable to comply in whole or part
with the requirements of an
assignment or assessment, all
reasonable steps will be taken to
arrange for an  alternative,
comparable process to be offered,
in line with the your specific needs.

All work handed in will be marked.
This applies to exercises carried out
in the class and handed in, as well
as homework and assignments.
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All marking will be completed
within three weeks of your handing
it in. (In some cases, such as
integrated assignments, which are
marked by more than one tutor, the
turnaround time may be longer)

Tutors will give constructive
feedback on your work to enable
you to improve your performance,
in written form on your work and,
where possible, verbally.

Where your work does not satisfy
the pass criteria for an assessment,
in whole or in part, tutors will
provide clear feedback on the
reasons why it did not pass and
what you now need to do.

What we expect from you:

e Students are expected to pass all

assignments and course work
within the given timescale

All work that you submit for
assessment purposes must be
your own. If you copy the work of
others, or incorporate the work of
others into your own submission
and present it as if it is your own
work, this is a serious offence and
regarded as cheating.

The use of racist, sexist or other
discriminatory language in
submissions result in failure of the
assessment

Submitted  assignments  shall

become the property of BHE.

Assessment evidence will only be
returned to the student at the
discretion of BHE and only after
completion of the moderation
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Accreditation of Prior
Learning

You may make application to the
assessor for accreditation of prior
learning or of prior experiential learning
by submission of supporting evidence or
through assessment on demand.

Applications for APL together with
supporting evidence will be judged
depending on Awarding Body criteria.

Number of Attempts

Subject to awarding body regulations
students are allowed a maximum of two
attempts per assignment/project.

This means that you can submit one
piece of work and rewrite it, within the
term it is due.

Your tutor may be willing to accept a
draft version of your assignment/project
before submission. Please discuss this
with your tutor.

Absent for Assessments

Where you are absent at the time an
assessment(s) is offered, or do not
submit an assessment on time, this
must be recorded as one attempt unless
the absence was previously approved by
the tutor or evidence of a genuine
reason for absence or lateness can be
given, for example, a medical certificate.

Late completion of a
course

Regrettably, you will not be able to
complete a qualification following a
break of over one term
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Examinations Re-sits

Blackburne House Education will do all
they can to ensure your time with us is
successful and that you feel a sense of
achievement when you finish your
course.

There will be times, however, when you
may not perform as well in an
examination as you had hoped. On
these occasions you will need to take
the examination again.

At the discretion of the appropriate
Learning Manager and subject to
Awarding Body, you may be allowed to
take a re-sit free of charge within one
term of the end of vyour course.
However, the re-sit will be subject to a
satisfactory attendance record of 75%
or above.

Any additional re-sits will incur a re-sit
fee, and this will vary depending on the
awarding body costs.

Assignment deadlines

It is important that you complete your
work in the academic year in which you
started your course.

All course assignments will have a
deadline which should be clear on the
assignment itself. If you are not sure of
the deadline for an assignment, ask your
tutor.

NOTE: a deadline date tells you the
very last date by which an assignment
can be handed in.

Failure to submit an assignment within
the timescale or extended period
agreed by the assessor may result in a
failure being recorded.
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Assignment deadlines are strictly
enforced. Reasons that we will not
accept for the Ilate submission of
assignments include:

e Computer problems
Transport problems
Weddings

Holidays

Other voluntary commitments

from the end date of the course.

————— 2

Assignment Extensions

There may be times when you may not
be able to meet a deadline, you should
discuss this with your tutor in the first
instance, who will help you to work out
a plan for meeting the deadline.

If you have a legitimate reason for
missing a deadline it is possible to
request an extension to a deadline.

The granting of an extension will
depend upon the nature of the difficulty
that you are experiencing and the
extent to which the circumstances were
outside your control; a hangover on the
due date would not!

Extensions will only be granted in the
event of:

o self-certified illness of less than
seven days duration;

o certified illness of more than
seven days duration;

e death/serious illness of close
relative/partner;

e severe personal difficulties.
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How to request an
Extension

e Ask vyour tutor for a Late
Assignment Form and fill in.

e For a request of one week, submit
the form to your tutor.

e Requests for longer extensions
submit to a Learning Manager.

e You will receive a reply to your
request within 5 days.

e Assignments not submitted by the
revised deadline, will not be
marked, and will FAIL.

These procedures are designed to
ensure equity and fairness of treatment
for all students. We try to be supportive
of students, who have genuine
difficulties, but do not tolerate bad
planning or poor organisation, and do
not encourage an 'excuse culture'.

Assignment Appeals
Procedure

If you feel that you have been unfairly
assessed the following procedures are
open to you:

e An informal discussion with the
tutor who marked your work,
within two weeks of return of the
assignment, and a request made
for second marking.

e If this does not resolve the issue,
make an appointment with the
Learning Manager to discuss the
issue, within two weeks of the
unsuccessful appeal.

e If the issue is not resolved to your
satisfaction, and you wish to
follow it up, formally write down
the details of your complaint and
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submit this to the Learning
Manager for the subject the
Learning Manager will re-assess
the disputed assignment and,
following discussion with the
course team, will reply to you in
writing.

e If you are still not satisfied, you
may give your written submission
to the Skills & Education Director,
who will give you a written
response within two weeks of the
meeting. Their decision will be the
final stage of the internal
procedure.

e Finally if you are still dissatisfied
with the outcome you should
follow Awarding Body appeals
procedures, which are available
from the Learning Manager.
(NOTE: external appeals usually
involve a charge from the
awarding body).

All submissions and responses will be
kept on file to be used as part of
Blackburne House Education's quality
assurance system.

Cheating and Plagiarism

Cheating and plagiarism are considered
serious offences and will result in the
learner being disciplined.

Broadly defined, cheating and
plagiarism include the inappropriate
taking or lending of another person's
work, writing, research, ideas,
information, answers, or notes.

This includes the following:

e Copying, giving, or sharing
information or answers on
homework not assigned as a joint
project
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e Copying another student's work
or showing your answers / talking
to another student during a test or
quiz

e Direct copying from books,
magazines, websites and other
written sources, where these
sources are not acknowledged

e Giving test information to
students if they have not yet taken
the test or quiz.

e Using unauthorised aids or cheat
notes in supervised assessments

All work that you submit for assessment
purposes must be your own. If you copy
the work of others, or incorporate the
work of others into your own
submission and present it as if it is your
own work, this is a serious offence and
regarded as cheating.

If the incident is minor and is also a first
occurrence the tutor will:

e Follow the Stage 1 (Verbal
warning) of the disciplinary
procedure (see page 10)

If the incident is more serious, or is a
second or subsequent occurrence the
tutor will:

e Follow the Stage 2 or Stage 3
(Written  warning) of the
disciplinary procedure,
depending on the severity of the
incident (see page 10)

In examination or test conditions if a
student is found cheating or suspected
of cheating they will be asked to leave
the examination or test immediately.

These incidents will be treated as gross
misconduct as you may be asked to
leave the course as a result.
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Academic Calendar 2011 — 2012

September 2011 October 2011 November 2011
19 | 26 Mon 3 |10 Mon 7 |14 21|28
20 | 27 Tues 4 |11 Tues | 1| 8 | 15|22 |29
21 | 28 Wed 5 |12 Wed |2 9 |16 |23 30
22 |29 Thu 6 |13 Thu [3]10[17 |24
23 | 30 Fri 7 |14 Fri |[4[11]18]25
Sat (31017 |24 Sat |1 8 |15 Sat |5[12]19(26
Sun |4[11|18]25 Sun [2] 9 |16 Sun | 6 (132027
January 2012 February 2012
Mon Mon | I 9 [16]23]30] [Mon 6 JFEN 20 | 27
Tues Tues 3 (1017 [24(31| |Tues 7 Y 21 | 28
Wed Wed 4 | 111825 Wed |1 | 8 [kl 22 | 29
Thu |1 Thu 5 [12]19 |26 Thu |2 | 9 B 23
Fri |2 Fri 6 [13]20 |27 Fri |3 10 [l 24
Sat |3 Sat 7 [14]21 |28 Sat [ 4|11 |18 25
Sun | 4 Sun [1] 8 [15[22 29 Sun |5[12 /1926
March 2012 April 2012 May 2012
Mon 5 [12]19]26 Mon 16[23[30| [Mon| [N 14]21]28
Tues 6 |13 |20 | 27 Tues 17 | 24 Tues | 1| 8 | 15|22 | 29
Wed 7 |14 2128 Wed 18 | 25 Wed 2| 9 |16 |23 30
Thu [ 1] 8 [ 152229 Thu 19 | 26 Thu [3]10[17 24|31
Fri |29 |16[23]30 Fri 6 20 | 27 Fri |4[11]18]25
Sat [3]10 |17 |24[31 Sat 7 |14 2128 Sat | 5|12 ]19 |26
Sun | 4|11 |18 25 Sun | 1|8 |15]22|29 Sun | 6|13 |20 27
June 2012 July 2012 August 2012
Mon Pl 11 ] 1825 Mon 21916 Mon
Tues 5 12 19 | 26 Tues 3 10|17 Tues
Wed W 13|20 | 27 Wed 4 |11]18 Wed [§l
Thu YAl 14| 2128 Thu 5 1219 Thu [
Fri |1 JER 152229 Fri 6 |13 20 Fri [E
sat [2| 9 |16[23]30 Sat 7 |14 21 Sat | 613 |20 27
Sun |3 10|17 | 24 Sun |1 | 8 |15 | 22 Sun | 7|14 |21 | 28

- - College Holidays (Bank Holidays in Bold & Underlined)
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Information in this handbook replaces
any previous information and is correct
at the time of publication.

The Blackburne House Group,
Blackburne House, Blackburne Place,
Off Hope St Liverpool, L8 7PE

T: 0151709 4356 F: 0151 709 8293
E: bh.wtec@blackburnehouse.co.uk
W: www.blackburnehouse.co.uk

Blackburne House . Q .
. matrix
Education

e matrix

EUROPEAN UNION

European Social Fund
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